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1. PROGRAM DESCRIPTION 


The Job Development Program of the Canadian Jobs Strategy helps the 
long-term unemployed by funding projects which give training and work 
experience. Those who are willing to work but have been jobless for at 


least 24 of the past 30 weeks are defined as long-term unemployed. 


Under the General Projects option of Job Development, employers may be 
subsidized for projects employing three or more long-term unemployed 
workers providing the proposed jobs offer training and work experience. 
Jobs funded under the General Projects option must not replace existing 
jobs or jobs that would have been created without the help of this 


option. 


This Guide is designed to help you prepare your application for the 
funding of a General Project under the Job Development program. Once 
you have read this Guide, please review the Provincial/Territorial 


Information Sheet available from your local Canada Employment Centre. 


Information on other Job Development options for the long-term 


unemployed is also available at your local CEC. 


A. Who may apply? 


Any of the following are eligible for funding under the General 
Projects option of the Job Development Program: 


a) HEOES DEO iat" employers: 


- Incorporated or unincorporated bodies, including 
partnerships and sole proprietorships; 


- Self-employed persons; 


- Indian Band corporations with share capital; 


- Federal corporations recognized by the Governor in 
Council as operating in a competitive environment and 
as not ordinarily being dependent upon appropriations 
for operating purposes; 


- Provincial corporations operating in a competitive 
environment and not ordinarily dependent upon provincial 
legislative appropriations for operating purposes 
(Employment and Immigration Canada (EIC) can confirm 
eligibility of provincial corporations) ; 


- Cooperatives, and; 


- Private health and private educational institutions. 


b) "Not-for-profit" employers: 


oD Miko 


churches and religious organizations; 

community groups, charitable and voluntary 
organizations; 

associations of workers and/or employers, 
professional and industrial organizations; 
Boards of Trade and Chambers of Commerce; 
Indian Band Corporations without share capital; 
ad hoc groups. 


ii) public health and public educational institutions; 


iii) municipal governments, where the province raises no 
objection; and 


iv) Indian Band Councils. 


Individuals are not eligible to apply to be coordinators unless they 


are self-employed and therefore considered as a business (i.e. for- 


profit) or they are applying for an organization (i.e. not-for-profit 


organization) specially formed for the purpose of submitting an 


application. 


However, in both cases, such individuals may not receive 


a contribution for their own wages unless the business or the 


organization they represent is incorporated. 


B. 


Companies or organizations in South Africa or majority South 
African-owned companies are not eligible for funding. Majority 
South African ownership is defined as "beneficial ownership of 
shares to which are attached more than 50% of the voting rights 


required to elect a board of directors." 


Federal departments are not eligible for assistance. Under 
certain circumstances noted above, federal and provincial crown 
corporations and agencies are eligible. Your nearest Canada 


Employment Centre can provide precise information. 


What are the criteria for funding of projects? 


Ordinarily only full-time employment is eligible for funding but 
EIC may consider part-time employment in special situations such 


as when an employable disabled person cannot work full-time. 


Activities which provide personal service to the applicant are not 


permitted. 


Employment may not be paid solely by output or commission; where 
commission forms part of the payment, the base wage must at least 


equal the provincial/territorial minimum wage. 


You may not use program funds to displace existing employees 
laid-off employees or volunteers, nor to replace an employee who 
is absent as a result of a labour stoppage or labour-management 
dispute. The proposed employment must be in addition to the 
employment planned for the period. 


D. 


PEO Ieee duration 


Projects may last up to 52 weeks. We do not normally consider 
applications for activities of less than 16 weeks because they do 


not offer participants adequate training and work experience. 


Program funding 


Under the Canadian Jobs Strategy, the responsibility for training 
and employment development must be shared by governments and the 
private sector. When determining the level of its contribution, 
EIC considers the quality of training and work experience, 
potential revenue for the employer from the project and the 


employer's bility to share project costs. 


Contributions from EIC may be made for the six expenditure 
categories listed below. All categories (except mandatory 
employment related costs) are subject to negotiation and therefore 
different employers may receive different levels of contribution 


for these expenditure categories. 


You can obtain more details in the instructions for completion of 


the application form. 


(I) Wages of Participants 


(a) Not-for-profit employers may receive up to 100% of wages 
for each participant to a maximum EIC contribution of 


$7.50 per hour and $300 per week. 


(b) For-profit employers may receive up to 60% of wages to a 
maximum subsidy of $7.50 per hour and $300 per week per 
participant. 


However, under General Projects which are exclusively 
directed to the members of designated groups, a contribution 
in excess of 60% could be possible in exceptional cases. 
Designated groups include women, natives or aboriginal 
people, the disabled and visible minorities, whose members 
often experience conditions of disadvantage in the labour 
market. Such requests are reviewed on case-by-case basis 
according to the specific content of each project and must be 


well supported by the applicant. 


All wages must meet provincial or territorial minimum wage 
rates but may not exceed the prevailing wage rates for each 


occupation as determined by EIC. 


Wages of Administrative Staff 


The services of a project manager may sometimes be justified 
such as when activities occur over a wide geographic area or 
at a location away from the normal work place or when 

many participants are involved. In these circumstances, the 
employer may receive a contribution toward the project 
manager's wages. Such contributions, however, may not exceed 
the prevailing wage. Requests for wages for project managers 
are reviewed on a case-by-case basis and must be well 
Supported by the applicant. Project managers must be in 


addition to the minimum of three participants. 


If you are an individual applying as a business or on behalf 
of a not-for-profit group and acting as a project manager as 
well, the latter must be ‘incorporated to receive a 


contribution toward your wage. 
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(III) Mandatory Employment-Related Costs 


(IV) 


(V) 


Not-for-profit employers may receive a contribution towards 
expenses required by federal law or the law of the province 
or territory in which the project takes place. This 
contribution covers such costs as Canada Pension Plan/Quebec 
Pension Plan, Unemployment Insurance, vacation pay, Workers' 
Compensation Board premiums, etc. Please check the 
Provincial/Territorial Information Sheet for more 


information. 
Overhead Costs 


Not-for-profit employers may receive a contribution towards 
overhead costs. These include such items as licences, 
permits, fees, rental of accommodation, bank charges, 
utilities, materials, supplies, leasing or purchase (where 
leasing is not feasible) of equipment related to the 
administration of the project. Equ ipment may include 


telephones, typewriters, etc. 

Contributions for overhead costs may not normally exceed $50 
per week for each participant (contributions for a project 
manager are not included). 


Training Costs 


Any employer may receive a contribution towards the cost of 


training the participants. 


(VI) 


an 
Training costs may include the following: 


- salaries of instructors or training co-ordinators; 

—- purchase of training courses; 

- purchase of textbooks and other instructional 
material; 

- rental of training premises; 

- course development and assessment costs; 

- instructors travel and living expenses; 

—- participants travel and living expenses; 

- and leasing or the purchase of equipment required for 
training, including work experience, with a price 
less than $250.00 per item. 


Contributions do not normally exceed $8.00 per participant 


per training hour. 
Special Costs 


All employers are eligible to receive a contribution toward 
the purchase of any item listed among the following special 


costs. 


Disabled Participants/Project Manager 


A maximum of $10,000 for each disabled participant or project 
manager to provide the facilities or equipment needed to 


recruit and train these individuals. This may include: 


- special training material and furniture to accommodate the 
needs of disabled persons; 


- the physical adaptation of buildings for ease of access; 


D. 


- the assistance of interpreters and sign-language 
interpreters for the hearing impaired; 

- reader assistance for visually impaired persons; 

- work training assistance to aid developmentally and 
learning impaired participants; 


- audio-cassette, braille or large print material, etc. 


This contribution may be available when the recruitment or 
training of a disabled participant and/or project manager 
cannot otherwise take place. Reimbursement for the same 
facility or equipment, in whole or in part, may not be applied 
for under any other Federal, Provincial, or Territorial 


program. 


Premises leased by an employer and in need of physical 
adaptation may also be eligible for a contribution. The 
employer is responsible for obtaining a written agreement from 
the owner of the building for any changes or proposed 
additions. Any facilities and/or equipment incorporated into 
the building will become the property of the building owner 
unless the employer and owner of the building agree 

otherwise. The employer is also responsible for obtaining any 
permits or licences required for the achievement of this 


physical adaptation. 


Training Equipment 


The leasing or purchase (where leasing is not feasible or 
cost effective) of equipment necessary for training may 
also be eligible for contribution. Each item must cost 


$250.00 or more in order to be eligible. 


Where the price of leasing or purchase of training 

equipment is less than $250.00, include the item under 
Training Costs. Rental of items for the administration 
of the project should be included under Overhead Costs, 


no matter what their cost. 


In cases where leasing is not feasible or cost effective, 
you may receive a program contribution towards the cost 

of purchasing items judged necessary to ensure the 

success of the project. Items so purchased are subject to 


disposal at EIC's discretion at the end of the project. 


Attach a cost quotation to the application for the supply 
of items. 


The maximum EIC contribution for leasing or purchase of 
equipment is normally $5,000 per project, but may be 

exceeded in exceptional cases. If you are seeking more 
than this amount, attach an additional sheet justifying 


the need for extra costs. 


Production activities 


As the Job Development program provides job training and work 
experience, employers may receive funding for participants working 
on the employer's usual production activities. The participants, 
however, must augment existing staff. The governing consideration 
is the quality of the training and work experience for the 
participants and is measured in terms of preparing them for entry 
into the labour market. 
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Formal training 


Preference will be given to applications that cambine relevant 
training with on-the-job training and work experience, 
particularly in areas served by cammunity colleges, CEGEPs 
(Quebec) or similar public training institutions geared to the 


needs of the local labour market. 


The governing consideration will be the quality of the training, 
whether provided by an institution or on-the-job, measured in 


terms of preparing participants for the labour market. 


Hiring of participants/project managers 


Each participant or project manager must be legally entitled to 
work in Canada. Refugee claimants awaiting determination of 

their status and persons on temporary work permits are not 
included. In addition, each participant (but not the project 
manager) must be unemployed and have been jobless but willing to 
work for at least 24 out of the past 30 weeks. The jobless 
requirement may be waived in exceptional situations where a person 
is effectively a long-term unemployed person, and would clearly 


benefit from the training and employment to be provided. 


All participants must be referred to the employer by a Canada 
Employment Centre (CEC). In some areas, the project manager must 
also be referred by a CEC. Check the Provincial/Territorial 


Information Sheet to see if this applies in your area. 


EIC will not make any contribution towards wages and other costs 
for members of an employer's immediate family. In addition, if 


the employer is a corporation, EIC will not make any contribution 


me Tih 


with respect to the immediate family of a director or senior 
manager. Finally, if the employer is a municipality, no 
contribution will be made with respect to the immediate family of 


elected municipal officials and senior managers. 


In some cases, exceptions may be allowed. These can be discussed 


with EIC should your application be approved. 


Immediate family includes father, mother (or alternatively step- 
father, step-mother or foster parents), brother, sister, spouse 

(including resident common-law spouse), child (including child of 
common-law spouse), stepchild or ward, father-in-law, mother-in- 
law and a relative permanently residing in your household or with 


whom you permanently reside. 


Job Development supports the principle of employment equity. The 
application form asks how many people will be hired from among 
qualified women, Native people, disabled persons and members of 
visible minorities. Your response will be taken into account in 


the assessment of the application. 


Visible minorities are persons, other than Native peoples, who 
are, because of their race or colour, in a visible minority in 
Canada and are non-caucasian in race and non-white in colour and 
identify themselves or agree to be identified as non-caucasian in 


race and non-white in colour. 


In some provinces/territories, preference for referral may also 
be given to social assistance recipients in accordance with 
agreements signed between Canada and those provinces/territories. 
Please refer to the Provincial/Territorial Information Sheet for 


further information. 
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The Approval Process 


To be considered for funding, you must submit an Application Form 
along with a training plan for each type of occupation for which 
you propose to hire participants, excluding the project manager. 
Copies of the Application Form and Training Plan Form are 


available from your local Canada Employment Centre. 


Send completed applications, training plans and any ‘explanatory 
notes to the nearest office of Employment and Immigration Canada 
as shown on the Provincial/Territorial Information Sheet. We will 
acknowledge your application and give you a file number which you 


must refer to in all subsequent communications. 


Applications are assessed according to the objectives of the 
program. You will receive official written notification with 


respect to the final status of your application. 


DO NOT ASSUME THAT YOUR APPLICATION IS APPROVED UNTIL NOTIFIED IN 
WRITING BY EIC. ANY EXPENDITURES INCURRED PRIOR TO THE APPROVED 
START DATE WILL BE YOUR OWN RESPONSIBILITY AND NOT ELIGIBLE FOR 
REIMBURSEMENT. NO HIRING OF STAFF, OR COMMITMENTS TO POTENTIAL 
STAFF, SHOULD BE MADE UNTIL YOU HAVE BEEN INFORMED OF APPROVAL BY 
EIC. 


IF APPROVED, THIS APPLICATION WILL BECOME THE SUBJECT OF A FORMAL 
AGREEMENT BETWEEN EIC AND THE APPLICANT. AN INDIVIDUAL APPLYING 
ON BEHALF OF AN ORGANIZATION, WHO WISHES TO ACT AS A PROJECT 
MANAGER, MAY NOT SIGN THIS AGREEMENT UNLESS THE ORGANIZATION IS 
INCORPORATED. OTHER REPRESENTATIVES OF THE ORGANIZATION WILL BE 
REQUIRED TO SIGN THE AGREEMENT. 
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COMPLETING THE APPLICATION FORM 


How to complete the application form 


Complete the application form, and any other accompanying 
documents such as the Training Plan, using a typewriter or by 
printing legibly with black ink. Be sure you read and understand 
this Guide and, if applicable, the provincial/territorial 
information sheet before completing the forn. 


As this application form is used for assessment and approval, it 
is vital that you complete all items. Where it is necessary to 
attach additional sheets, do so but provide a summary of your 

answer in the space provided on the application form itself; do 


not merely write "See Attached" in the space. 


Indicates that you are applying under the Job Development General 


Projects option. You are not required to enter anything here. 
Provide the name under which the applicant conducts business. 

If the name under which the applicant conducts business is not the 
legal name, please provide the legal name. For example, if your 
business is called XYZ and it is not incorporated, enter the name 
of the owner or the title or number of the limited corporation 
which owns it. 


Enter the applicant's full address including the postal code. 


Enter the telephone number of the applicant shown in Box 2. 


10. 


si 


12. 


135 
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Enter the telephone number of the applicant shown in Box 2. 


Provide the number issued to the applicant by Revenue 
Canada-Taxation (RCT) for the purposes of remitting employee 
deductions. If the applicant does not already have an (RCT) 
number, please leave blank. 


Provide the name of a person who is familiar with the 
application and who can provide additional information if 


required. 
Provide the telephone number of the contact person. 


Enter the number of people who currently work for the 
applicant (excluding participants in this application). This 
information is for statistical purposes only. For large 


employers, an approximation will suffice. 


Provide charter and registration information if the applicant 


is a not-for-profit incorporated body, society or municipality. 


If you are an unincorporated not-for-profit employer, include a 
letter outlining the following: a) length of time the 
organization has been in existence; b) names and positions of 
elected officers; c) activities of the organization; and d) the 
total current membership of the organization. Include a copy of 


a charter, if one is available. 


Indian band councils and unincorporated municipalities must 
provide a copy of a resolution which demonstrates collective 


support for the application. 


14. 


Dis 


16~18. 


19-203 


21. 
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If you are a for-profit employer, state the main product or 


service of your business. 


Briefly outline the major objectives and activities of the 
project. We are interested in how these objectives and 
activities will increase the employment prospects of the 
participants. Note that EIC is concerned not with the ongoing 


activities of your business or organization, but with how the 


goals of the project match with the goals of the Job Development 


Program. 


Enter in the appropriate box the totals from Boxes 42, 43 and 


63 on the reverse side of the form. 


Provide the anticipated start and finish dates for the 
proposed activities. The actual start and finish dates will 
depend upon approval of your application and upon the funding 


available. 


If there are time constraints which will affect the project 
such as a course start date, provide an explanation on a 


separate sheet. 


If an interruption in activities is planned, provide an 


explanation on a separate sheet. 


Indicate the local area in which activities will take place, 
1.e. state the name of the community, or the name of the 
suburb and the town or city. If possible, please provide the 


precise address. 


eG ie 


If the activities will take place in more than one location, 
provide details for each location and indicate the location at 
which most of the activities will take place. Attach a 


separate sheet if you require additional space. 


226 Provide a Training Plan for each type of occupation for which 
you propose to hire participants. Unless otherwise indicated on 
the Provincial/ Territorial Information Sheet, you should use a 
Job Development Training Plan form for this purpose. Job 
Development Training Plan forms are available from your local 
Canada Employment Centre. Enter the number of Training Plans 


which you are attaching to the application form. 


23-27. In the appropriate space, enter the number of women, Native 
people, disabled persons, members of visible minorities and 
social assistance recipients you intend to employ on the project 
assuming that qualified persons from these target groups are 
available for referral. (The definition of visible minorities 


is given on Page 11 of this guide.) 
28-29. Leave Blank. 


30. Where collective agreements are in force in the workplace, you 
must consult the appropriate labour organization and confirm 
that it either (a) has no objections to the proposed activities 
or (b) would have no objections if conditions are placed upon 
the application or the operation of the activities. If 
conditions are placed on the project, provide details showing 
that such conditions do not contravene program terms and 
conditions. A letter from the union should be attached to your 


application. 
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315 If you have applied to any other funding source for these 
activities, including other programs of EIC, indicate the 
organizations and the names and telephone numbers of the 


contact people with whom you have been dealing. 


REVERSE SIDE OF FORM 
WAGE COSTS 


BZ. (Column 1) Occupations(s) 


Project Manager 


Note that "Project Manager" has already been listed as an 
occupation. Up to a 100 percent subsidy at the prevailing wage 
rate is permitted for both for-profit and not-for-profit 


employers. 


If you are requesting reimbursement for a project manager, 
please complete the "Project Manager" line for Columns 2 through 
10. If you are not requesting such reimbursement, leave the 


"Project Manager" line blank. 


If you are requesting one or more project managers, you must 
submit an explanation of the need for the project manager (s) 


with your application. 


Participants 


List the job titles of the occupation(s) for which participants 
are to receive training and work experience. For each job title 
listed, except project manager, be sure to submit a Training 
Plan. 


ae 


34. 
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Job titles should be specific in order to determine whether or 
not the proposed training and work experience are relevant. 
Examples of General Job Titles versus Specific Job Titles are 


provided below: 
GENERAL JOB TITLE SPECIFIC JOB TITER 


Clerk Film counter clerk 
Court clerk 


Clerk-typist 


Cook Cook apprentice (catering) 
Cafeteria cook 


Canned goods cook 


Labourer Concrete paving labourer 


Drapery labourer 
(Column 2) Number of persons 
Enter the number of Project Managers proposed, if applicable, 
and the number of participants you propose to hire in each 
occupation. 
(Column 3) Number of weeks 
Enter the number of weeks for which you will require the 


subsidy for each occupation, i.e. the number of weeks 


participants will be employed. 


35. 


36. 


er 


38. 
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(Column 4) Total weeks 


Calculate the total number of weeks of subsidy required by 
multiplying the number of persons shown in Column 2 by the 


number of weeks shown in Column 3. 
(Column 5) Hours per week 


Enter the normal weekly hours which a person employed in the 
occupation will work. Part-time employment is not normally 
permitted. Part-time employment may be allowed when warranted 
by the needs of the participant as determined by EIC (for 
example, when a disabled person is employed but is not able to 


work a full work-week). 
(Column 6) Total hours 


Calculate the number of hours that will be worked by multiplying 
the total weeks in Column 4 by the proposed hours per week in 


Column 5. 
(Column 7) Wage rate per hour 


Enter the wage rate you propose to pay for each occupation. All 
employees must receive at least the provincial/territorial 
minimum wage, but not more than the prevailing wage rate for the 
occupation. Prevailing wage rate information is available from 


your Canada Employment Centre. 


39. 


40. 


Al. 


42-44, 
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(Column 8) Subsidy percentage requested 


Enter the subsidy percentage you wish to claim. Remember that 
it may not exceed 60 percent if you are a for-profit employer 
except for exceptional cases under projects directed to the 


members of designated groups. 


(Column 9) Subsidy requested per hour 


Calculate the subsidy per hour that you are requesting by 
multiplying the rate shown in Column 7 by the percentage shown 
in Column 8. The subsidy requested may not exceed $7.50 per 
hour. If the result of this calculation is greater than $7.50, 
enter $7.50. 


(Column 10) EIC contribution requested 


Calculate the EIC contribution being requested by multiplying 
the total hours in Column 6 by the subsidy per hour in 


Column 9. 


TOTALS 


On completion of the wage cost section, total columns 2 and 4 
for participants only (excluding Project Manager(s)) and enter 
the totals at Box 42 and Box 43. Transfer the totals fram 
Boxes 42 and 43 to Boxes 16 and 17 on the front of the form. 
The total entered at Box 44 should include the EIC 


contribution requested for the wages of the Project Manager(s). 


ae pe 


45. If you have an account number with the Workers Compensation 


Board (WCB), enter it here, otherwise enter "not registered". 


If you do not already have an established rate, refer to the 
Provincial/Territorial Information Sheet for further 


information. 


46-48. MANDATORY EMPLOYMENT-RELATED COSTS (available to not-for-profit 


employers only) 


EIC will provide a contribution towards Mandatory 
Employment-Related Costs according to the province or territory 
in which the employment will take place. This contribution is 


expressed as a percentage of the amount shown at Box 44. 


Because workers' compensation premiums vary form job to job, you 
will need to determine the appropriate percentage for workers' 
compensation which should be added to the mendatory employment 
related costs rate provided to you on the Regional/Territorial 


Information Sheet. Here is how to do it: 


Step i 


For each job funded under the program, contact your provincial/ 
territorial Workers' Compensation Board to determine whether it 
is mandatory under provincial law for the employer to pay a 


share of workers' compensation premiums. 


Step g 


If an employer's share is mandatory, find out the applicable 
percentage of gross wages. This rate can vary depending on the 


job. 
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Step 3 


Adjust the workers' compensation rate to cover vacation pay by 
multipying it by 1.04 (1.06 in Saskatchewan). 


Example: Applicable Rate Multiplier Adjusted Rate 
3.29 x 1.04 3.42 
Step 4 


Note: 


Add this adjusted rate to the rate for mandatory employment 
related costs provided on your Provincial/Territorial 
Information Sheet. Enter the total of these two rates in Box 
47. 


Step 5 


Multiply the total gross wages (Box 44) for the jobs covered by 
the workers’ compensation rate used in Step 3 by the total 
mandatory employment related costs rate calculated in Step 4 
(Box 47). The result is the maximum allowable EIC contribution 
to mandatory employment related costs. If not all jobs are to 


be covered, please provide an explanation. 


If there are different workers' compensation rates for different 
EIC-funded jobs, you will have to repeat Steps 3 - 5 for each 
one. Please provide an explanation of your calculation 


including job titles and WCB rates. 


49-53 e 


54-58 ° 
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OVERHEAD COSTS 


In Box 49 describe each type of Overhead Cost you expect to 
incur and enter the estimated gross cost in Box 50. Total the 


individual amounts in Box 50 and record the total in Box 52. 


The maximum EIC contribution for Overhead Costs is normally 
limited to the product obtained by multiplying the number of 
participant work weeks on the project (amount shown in Box 43) 
by $50. Exceptions to this limit may occur under special 
circumstances such requests will be reviewed on a case-by-case 
basis according to the merit of each situation. If you request 
a contribution in excess of this amount, please attached an 
explanatory note justifying a higher contribution. Enter in Box 


53 the total gross overhead costs as shown in Box 52. 


Enter in Box 51 the total number of participant days for the 
project. To calculate this multiply the total number of 
participant-weeks in Box 43 by 5. Note that statutory holidays 
will be included in this total. 


TRAINING COSTS 


Training is an important part of the Job Development program. 


You can improve your chances for receiving a contribution if you 
first seek theoretical training from a technical/vocational 
school or college. This applies only where such training is 
locally available and if it makes sense in light of the overall 


application and needs of the participants. 
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If you can plan to purchase training from a technical/ 
vocational school or college, enter in Box 54 the name(s) of the 
school(s) or college(s) and the title of the course(s) and enter 


the estimated costs in Box 55. 


If you intend to supply the training and wish to develop a 
course to fit the needs of the applicant, you may receive a 
reimbursement to cover your costs. Such training may have to be 
approved by the appropriate provincial or territorial 


government department before funding can be provided. 


EIC will obtain this approval. In this case, describe each type 
of training cost you expect to incur in Box 54 and enter the 
estimated cost in Box 55. Total the training costs listed in 
Box 55 and enter this total in Box 57. 


If you will be supplying and purchasing training, enter all 
relevant items in Box 54 and the estimated cost in Box 55. 
Total the training costs listed in Box 55 and enter this total 


in Box, 57. 


Indicate in Box 56 the total number of participant training 
hours during your project. For example, if there are eight 
participants who will each receive training for 60 hours, the 
total number of participant-training hours is 480 (60 hours 
multiplied by 8 participants). Note that the total number of 
participant-training hours entered in Box 56 should equal the 


sum of the participant training hours from Training Plans. 


Indicate your actual cost (Box 57) in Box 58. Note that the 
maximum EIC contribution to training costs is limited to $8 per 


participant training hour (total training cost divided by the 


59-62 


63. 
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total number of training hours). Exceptions to this limit may 
be permitted under special circumstances. Such requests will be 
reviewed on an individual basis in accordance with the merits of 
each situation. If you request an EIC contribution in excess of 
this amount, please attach an explanatory note justifying a 


higher contribution. 


SPECIAL COSTS 


There are two categories of Special Costs for which you may 


request a contribution. 


a) Additional Costs for the Disabled 
You may request a program contribution of up to $10,000 per 
disabled participant or program manager towards the costs of 


items and services required for that person. 


b) Leasing/Purchase of Equipment 
You may request a contribution of up to $5,000 towards the 


cost of leasing or purchase (where leasing is not feasible 
or cost effective) of equipment required for the training 
and work experience of the participants where the lease or 


purchase price is $250.00 or more per item. 


Enter in Box 59 the description of any Special Costs you expect 
to incur and in Box 60 the estimated cost for each item. Enter 
the total of Special Costs in Box 61 and the EIC contribution 
requested in Box 62. 


GRAND TOTAL 


Add Boxes 44, 48, 53, 58, and 62, to determine the total project 
contribution requested, enter the total in Box 63 and also 


transfer it to Box 18 on the front of the form. 


64-65 e 


66. 


67-68. 
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SOURCE(S) OF OTHER FUNDS 


Indicate in Box 64 the source(s) of any other funds that you may 
receive in support of this project (such as provincial 
government assistance, a contribution from the applicant, etc.). 


In Box 65, enter the total amount of such funds. 


CERTIFICATION 


Please note that the employment for each participant must be 
additional to that which the applicant had already planned for 
the period. 


SIGNATURE 


Indicate the name and position of each person signing the 
application. Two signatures from the applicant business or 
organization are normally required. Review the application for 
completeness and accuracy, Sign and date it. An unsigned 


application will not be processed. 


B. The Training Plan 


Having completed your application form, you must attach a Training Plan 


for each occupation/job title, other than for project manager. This 


form should give a detailed explanation of both the training and work 


experience to be provided to project participants. 


The goal of training must be to help the participants develop the 


knowledge, skills and attitudes which, when combined with their 


practical work experience, will assist them to find full-time permanent 


employment. 


a OY = 


When deciding what training to provide, establish the occupational 
skills required for the jobs in the project; then decide how the work 
experience relates to the training and overall project. This should 
allow you to organize the various components of the training plan into 


a logical sequence. 


It may be appropriate in certain circumstances to include components 


such as life skills training. 


Since training is greatly aided by setting goals, you should set 
training objectives for the project. Be sure these objectives are 
measurable and realistic. Identify the training methods and indicate 


how you will evaluate client performance. 


For your training plan consider local standards, resources and 
expertise. The comparison of existing standards will provide a point 
of reference for both participants and trainers. We encourage you to 


consult recognized authorities to ensure the quality of the training. 


In determining what is training and what is work experience, consider 


the following two elements: 


a) Production: During training, the focus of activity is not on 
production but on the participants' acquisition of 
theoretical knowledge and/or practical skills-which may 


incidentally result in production. 


During work experience, the focus of activities is on 
production, through which workers will apply their 
knowledge and skills. In short, participants produce 
during work experience what they have learned to 


produce during training. 
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b) Supervison: During training, participants receive intense 
supervision and guidance. During work experience, 
participants have reasonable, normal access to 
supervision and guidance. In other words, during 
training, participants are supervised by someone 
whose primary responsibility is to function as their 
trainer. During work experience, that person (or 
another) supervises the participants as part of his/her 


ongoing function. 


C. How to complete the training plan 


Unless otherwise indicated on the Provincial/Territorial Information 
Sheet, use a Job Development Training Plan form. These forms are 
available from your local Canada Employment Centre. If you require 
more space than is provided on the form, you may attach separate sheets 


of paper as required. 


OCCUPATION 


Indicate a specific job title for each occupation. These should be the 


same as those entered on the application form. 
NUMBER OF PARTICIPANTS 
Indicate the number of participants to be trained within each 


occupation. These should be the same as those entered on the 


application form. 


= OO: 


PERSON OR ORGANIZATION WHO PREPARED THE TRAINING COMPONENT 


Indicate the name, position and qualifications of the person who 
prepared the training component of the plan. If an organization such 
aS a community college prepared it, indicate the name of the college, 


department and person responsible. 


MINIMUM ACADEMIC AND/OR SKILL LEVEL REQUIREMENTS 


A person normally is required to possess certain basic educational 
levels and/or skills before starting work. This applies to the 
participants whom you hire and train to perform the work required. 
Please provide the minimum education and/or skill levels needed to fill 


the proposed positions. 


Basic requirements serve as a guide to identify good candidates for 


training and work experience in a given occupation. 


Some factors to consider when determining basic entry requirements 


ares 


General education level: Is there a minimum education level, or the 
equivalent in experience, that an individual is likely to need in order 


to master the skills involved in the occupation? 


Past experience or work history: Are there individuals currently 
facing unemployment in one field who may be particularly good 


candidates for preparation in a different, yet related field? 
For example, an employer may propose to prepare general office clerks 
for employment as legal secretaries in which case the basic entry 


requirements could include past experience in an office environment. 
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Basic skills and knowledge: It is important to distinguish between 
those skills that an individual should have prior to placement on the 
Job Development project and those skills specific to the occupation 
that will be developed during the project. Therefore, the basic entry 
requirements for legal secretaries may include ability to type, but 
will not include ability to format legal documents, produce briefs and 
court submissions, conduct title searches, or any other skill and 


knowledge area specific to the occupation of legal secretary. 


Physical demands of the occupation: With some occupations, it may be 


necessary to consider such qualities as strength, ability to tolerate 
heights, manual dexterity, agility, or other such qualities that may 


characterize suitability for the occupation. 


Environmental demands of the occupation: With some occupations, it may 


be necessary to consider environmental factors such as harsh weather 
conditions, prevalence of dust or smoke, and constant high noise levels 


when determining basic entry requirements. 


NAME OF THE PUBLIC OR NON-PUBLIC INSTITUTIONS(S) THAT WILL PROVIDE THE 
TRAINING 


If the training is being provided by a training institution(s), 


indicate the name(s) of the organization and the title of the course. 


If the training is to be provided by individuals, indicate the name, 
title, qualifications and/or experience of the person(s) who will 


provide the training. 


Example: (1) J. Charlebois, plant supervisor, 10 years experience 
Loe ee 
(2) W. Smith, master's degree in social welfare with 


experience in... 
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TRAINING TO BE PROVIDED 


Detail the training and skill development participants will receive, 
taking into account the minimum skills they will bring to the job. 


Training can be theoretical or practical or a combination of both. 


Theoretical training is conducted through direct instruction or 
demonstration in a classroom setting or other non-production site, or 
at a production site provided resulting production is incidental to the 


instruction/demonstration. 


Training should not include general academic upgrading courses unless 


they are prerequisites to the training to be provided. 


Practical training involves all time spent in production under guided 
supervision. It can include instruction and practice in actual job 
duties such as the use of equipment machinery and/or tools involved in 
the job. 


Training may also include an orientation to an occupation which is 
often of great value to the participants. It should include 
information regarding laws and regulations that pertain to the 
occupation; general wage rates of people employed in the occupation; 
types of businesses, industries and/or organizations that employ people 
in the occupation; other types of jobs to which the skills involved in 
the occupation are transferable; advancement possibilities; general 
occupation and/or other information necessary to orient clients to the 
occupation. An orientation to the occupation would be in addition to 
an orientation to the employer's workplace and personnel policies which 


should be mandatory. 
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The training component should be a series of specific training 
activities, ideally expressed as objectives. They should provide 
participants with an understanding of what they can expect to learn and 
be able to do at the end of the training phase. For example, a general 
training objective such as "Workers will learn to make pastry dough" 
can be made more specific by adding such details as: the kind of 
pastry dough (strudel, cakes, and/or breads); the kind of equipment to 
be used (industrial or domestic); and the steps involved (selecting and 
measuring ingredients, mixing, kneading, etc.). As another example, a 
general training objective such as "Workers will learn to change tires" 
can be made more specific by adding such details as: the kind of 
vehicles involved (heavy trucks or cars); the kind of tools to be used 
(hand or industrial); the conditions under which clients will be 
expected to change tires (on the road, at the worksite and/or ina 
garage); the steps involved (securing the vehicle, removing the damaged 


tire, checking for damage, etc.). 


A training plan comprised of specific training objectives will help 
you to measure the performance of the participants. In addition, you 
can ensure that participants are proficient in a specific area or with 
a specific skill before moving on to another. For example, a 
participant who does not master his/her typing skills should not 
proceed to learn how to operate a dictaphone as the latter requires 


typing ability. 


In addition to the above, you must address the following issues: 


Where will the training take place? Training can take place on-site in 
a classroom setting, on-site in a production setting, off-site ina 


classroom setting and/or off-site in a production setting. 
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If you are purchasing training from an educational institution(s): 


a) 
b) 
os) 
d) 


e) 
fs) 


g) 


What is the name of the institution(s) and, if known, of the 
instructor (s)? 

Is a course being offered during the proposed dates of operation 
of the project? 

Will course seats be available? 

What cost per participant is involved? 

How long is the course? 

Is a course outline available? The course outline should provide 
details regarding the types of skills/knowledge to be taught; the 
method (materials) to be used; the length of time attributed to 
each skill/objective; and the manner in which the participants 
will be evaluated. 


What will be the ratio of trainer(s) to participants? 


If you are providing the training yourself: 


a) 


3) 


What facility or facilities will be used for the proposed 
training? 

What will be the ratio of trainer(s) to participants? 

What training expertise do you and/or your trainers possess? 
How long is the training? 

If you intend to hire disabled persons, is the training location 
accessible to them? 


What equipment/material/resources will be used? 


What is the training schedule? You can alternate the training and work 


experience component. For example, two weeks may be spent in training 


for a particular skill or group of skills, followed by three weeks of 


related work experience, followed by one week of training, followed by 


four weeks of work experience, etc. In other words, all the training 


does not have to take place in a single block. 


es Palate 


How will clients be evaluated? Make performance measures an integral 
part of all training plans. Ideally, structure training activities/ 
objectives in such a way as to enable workers to demonstrate the skills 
they have learned. Examples of evaluation methods are performance 
tests such as the ability to operate a piece of equipment or to 
demonstrate procedures, and knowledge tests which can be oral, 


true/false, multiple choice, matching or filling in blanks. 


Training may not be approved when: 


a) it is for skills which are readily available in the labour 
market; 
b) it includes general education upgrading courses that are not a 


prerequisite to the skill training provided by the employer; 


GC) there is a condition which requires workers to sign an agreement 
restricting their future employment; or 

d) the training is basically required to cope with the effects of 
high turnover due to poor working conditions or non-competitive 


wages. 


TRAINING HOURS 


Indicate the total number of training hours for persons filling this 
occupation, and the number of participants for this occupation. 
Multiply the total number of hours by the number of positions to derive 
the total number of participant training hours and enter it in the 


appropriate space. 


have ee 
WORK EXPERIENCE TO BE PROVIDED 


Work experience means the normal, ongoing activities participants 
engage in while under regular supervision. This experience builds on 
the foundations established in the formal off-the-job training. 
Indicate the proposed schedule of work experience detailing the major 
activities to be carried out and how the work experience relates to the 


training and overall objectives of the project. 


The proposed duties and responsibilities of the participants during the 
work experience phase should relate directly to the activities 
undertaken during training. For example, if participants have been 
trained to operate a bulldozer, operating a bulldozer should be part of 
their job during work experience. As with training, work experience 
should be a series of specific activities ideally expressed as 
objectives, capable of evaluation, with the following questions being 


answered: 


Who will supervise the participants and what are his/her position and 
qualifications? Will the supervisor be on-site? What will the ratio 


of supervisors be to participants? 


What_is the anticipated schedule for the work experience activities? 


Where will the work experience activities take place? If in more than 
one location, what supervision will be provided at each location? 
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